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DOCUMENT HI STORY LOG

St at us
(Basel i ne/
Revi si on/ Docunent Ef fective
Cancel ed) Revi si on Dat e Descri ption
Thi s docunent replaces MM 4350.2, MM 4310. 1,
Basel i ne 4/ 10/ 00 and t he di sposal portion of MM 4000. 1.
Fixed URL in footer, changed the nunbering in
Revi si on A 1/31/03 section 3 fromletters to nunbers, deleted the

ol d cancellation statement replacing it with the
current cancellation statement. Added NPDMS and
pi ckup docunent to definitions, Section 6,
renoved, “This procedure does not apply to
CSOC.”. Added statenent in section 6, “The user
nmust ensure equi pnment is rendered free of any
hazardous material or waste prior to processing
for turn in action. “ In section 6.1.2.1, added
“must contact security” when di sposing of

conbi nation safes. 6.1.4, changed opens to
closes. Section 9, Renoved fornms as official
records and added the statenent, “All official

di sposal records are nmmintained within the
Marshal | Space Flight Center’s |egacy system
NPDMS. Renpved any reference to APRS (Aut onat ed
Procurenent Request System). Renoved references
to ADP and ADPE and replaced with IT.
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1. PURPCSE

The purpose of this Marshall Work Instruction (MN¥) is to

i npl enment instructions pertaining to the property di sposal and
reutilization functions of the Center.

2. APPLICABILITY

The provisions of this MAN are applicable to all personnel
engaged in property disposal and reutilization activities within
Marshal | Space Flight Center (MSFC) including onsite contractors
when contractually specified. This docunent does not apply to

t he di sposal of hazardous waste. Hazardous waste disposal wll
be in accordance with MPG 8870.1

3. APPLI CABLE DOCUNMENTS

3.1 WMPG 8500. 1, “MSFC Environnental Mnagenent Progrant

3.2 MN 5100.1, “Procurenent Initiator’s Guide”

3.3 NPG 1441.1, “NASA Records Retention Schedul es”

3.4 NPD 4300.1, “NASA Personal Property Disposal Policy”

3.5 NPG 4310.1, “ldentification and D sposition of NASA
Artifacts”

4. REFERENCES

None

5. DEFI NI TI ONS

5.1 Accountable Contractors. Onsite or offsite contractors with
Governnent property who maintain their own property contro

system and procedures governing the control of Governnent-
provi ded property.

5.2 Artifacts.

5.2.1 Artifacts, in accordance with NPG 4310.1, as applied to
NASA, are uni que objects that docunent the history of the science
and technol ogy of aeronautics and astronautics. Their
significance and interest stemmainly fromtheir relation to the
following: historic flights, prograns, activities, or incidents;
achi evenents or inprovenents in technol ogy; our understandi ng of
t he universe; and inportant or well-known personalities.
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5.2.2 Space-related artifacts may include, but are not limted
to: objects such as nmjor program vehicle conponents, unique
devi ces, prototype and proof test articles, payloads or

i ndi vi dual instrunents, flight spares, astronaut tools and

par aphernal i a, design concept nodels, and high-fidelity

simul ators. Aeronautics artifacts include, but are not limted
to: experimental aircraft, test and sinulation devices,
prot ot ype systens, structural and test nodels, and flight-tested
material s.

5.3 Conputing and Commruni cati ons Asset |nformation Managenent
System (CCAI M5). Data base system contai ni ng managenent
information and data on Ofice of the Chief Information Oficer
(Cl O -managed assets used by | SD nmanagenent, |SD support staff,
Pr1 SM5 managenent, and Prl SMS service providers.

5.4 Condition Code. An al phabetic or al phabetic/nuneric code
designation indicating the physical condition of property (see
Appendi x A for the codes).

5.5 CSOC. Consolidated Space Operations Contract.

5.6 Contractor Excess. Personal property which is accountable
to a contractor and determ ned to be unnecessary to the needs and
scope of the contractor.

5.7 Custoner Support Assistant (CSA). Institutional services
contractor responsible for providing property support to MSFC
users of Governnment property.

5.8 Disposal. The process of transferring NASA excess personal
property to another Federal agency, donating, selling,
abandoni ng, or destroying surplus personal property.

5.9 Excess. Personal property which is determned to be
unnecessary to the needs and di scharge of the responsibilities of
an individual, organization, installation, or agency.

5.10 Exchange/ Sale Property. Personal property, not excess to
the needs of the holding installation but eligible for

repl acenent, which is exchanged or sold in order to apply the
exchange al | owance or proceeds of sale in whole or part paynent
for the replacenent of a simlar (like) item

5.11 Federal Excess Disposal System (FEDS). Online Governnment
system whi ch enables all Government agencies to screen other
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Federal agencies for possible reutilization of Governnent
property prior to purchase of new item

5.12 Information Technology (IT). Reference definition in MPD
2800. 1, “Managenent of Information Technol ogy Systens and
Services at MSFC.”

5.13 Installation Property. Governnent property |ocated at NASA
installations which is under the responsibility of the Supply and
Equi prent Managenent Oficer and is recorded either in the NASA
Equi prent Managenment System (NEMS) or NASA Supply Managenent

Syst em ( NSMVB) .

5.14 Institutional Services Contractor (I1SC). Contractor
responsi bl e for providing property support to the Center.

5.15 NASA Equi pnent Managenent System (NEMS). Agencyw de data
base of NASA control |l ed/tagged equi prment.

5.16 NI SC. NASA Information Support Center.

5.17 NPDMS. NASA Property Disposal Managenment System  The NPDVS
provi des NASA with an agency w de di sposal managenent tracking
systemto support operational requirenents for the utilization,
transfer, donation, sales, or other disposal of Idl e NASA
Personal Property. This property consists of foreign or donestic
(i ncl udi ng Exchange/ Sal e and Abandoned or Uncl ai med Per sonal
Property) personal property that is no | onger required by the
custodi an organi zation within a NASA site or contractor for the
needs or the discharge of its responsibilities. NPDMS includes
standard query reports, automatic standard reports, data entry,
editing, and validation, and active and historical case

mai nt enance.

5.18 NASA Supply Managenent System (NSMS). Agency w de data
base of NASA materials.

5.19 NEMS Reutilization. Institutional services contractor
responsi bl e for coordinating the reassi gnment of excess property,
including transfer of accountability within an installation or
contractor, or fromone NASA installation or contractor to

anot her NASA installation or contractor.

5.20 Organi zational Property Managers. [|ndividual (s)
responsi bl e for providing property oversight to MSFC users on al
property-rel ated issues.
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5.21 CQutsourcing Desktop Initiative for NASA (ODIN). Contractor
responsi ble for providing I T desktop support to the Center.

5.22 Pickup Docunment. NASA Form (NF) 1638, “NASA Property
D sposal Managenent System (NPDVS) Excess Personal Property
Pi ckup Aut horization” or the SRS docunent.

5.23 Program I nformation Systens M ssion Services (Prl SVS).
Account abl e contractor responsible for providing Program
| nformati on Systens M ssion support to the Center.

5.24 Property Disposal Oficer (PDO). The official appointed by
the installation director responsible for managi ng the
installation’s screening, redistribution, and disposal functions.
(See NPG 4300.1)

5.25 PMG Property Management G oup

5.26 RO . Report of Incident. A report witten by NASA security
on any incident that they are called to investigate.

5.27 Safe. Security container.

5.28 SRS. Service Request System The Wb-based request system
for resources from Center Operations.

5.29 SWDO. Service Wrk Order.
5.30 SEMO Supply and Equi prrent Managenent O ficer.

5.31 “vant List.” A listing of property that custoners/users
provide to NEMS/ Reutilization in order to pre-screen or screen
MSFC and ot her Federal agencies excess to see if itens are
avai l abl e for transfer to MSFC (see Appendi x B)

6. | NSTRUCTI ONS

Customers requiring disposal of property will maintain
responsibility for all property until picked up by appropriate
contractor.

In addition, if the user believes the property to be an artifact,
a description of the itemis relationship to the historically
significant program or project, system subsystem prototype,
test unit, or facility is needed. The artifact will be
acconpani ed by other identifying docunents such as operating
handbooks, summary reports, draw ngs, |og books, photographs,

vi deot apes, notion picture film audio tapes, and historically
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significant telenetry and test data. |If possible, a recent

phot ograph of the artifact will acconpany the turn-in docunent.

The user nust ensure equi pnent is rendered free of any hazardous
mat erial or waste prior to processing for turn in action and that
all facilities have been di sconnected, such as electrical,

pl unmbi ng, air conditioning, etc.

Act i onee Subpart Acti on
6.1 Di sposal Turn-ins
Custoner/User 6.1.1 Accesses service online via the Inside

Mar shal | hone page

(i nside. msfc.nasa.gov). Select “One Stop
Service” at the top of the page. Either
enters “disposal” in the search field or
sel ects disposal fromthe Service
Category drop down list. dCicks on the
link (URL
https://srs. nmsfc. nasa. gov/ cat al og/ bi n/ hom
e.asp) describing the service being
requested and foll ows the online

i nstructions.

| f special assistance is required,
contacts NI SC at 544- HELP, option O.

SRS 6.1.2 I nteractive systemreceives and processes
i nformation:

6.1.2.1 Takes the foll ow ng basic disposa
information for property managenment in
the follow ng categories:

* Requestor nane
* Organi zation code
* Tel ephone nunber

* Location of equipnent (building and
room nunbers)

* Organi zational property nmanager’s nane

* Departnent manager’s name (has this
request to excess been discussed with
department manager prior to this
request Y/ N)

* Brief description and estimated
condition of the property
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Depar t ment
Manager

SRS

| SC/ NEMS
Control, QDI N,
Pr 1 SM5

6.1.5.2

* ECN, CSCC, or ODI N nunmber (as
appl i cabl e)

* Quantity
* Additional remarks (i.e., |ocked room
poi nt of contact, etc.)

» Type of property:
¢ controll ed equi pnment
¢ non-controll ed equi prent (includes
furniture)

¢ conbi nation safes (nust contact
security)

Assi gns service work order nunber

Sends notification to departnment manager
via e-mail with enbedded link to approval
screen for action.

Clicks on the link to the approval
screen. Reviews and either approves or
di sapproves.

| f di sapproved, cancels turn-in service
wor k order, sends notification to
custoner, and cl oses
relocation/reutilization work order.

| f approved, |ooks up user in CCAl M5

det erm nes account abl e cust odi an ( NEMS
control, ODIN, PrlSMsS), and sends
notification for approval to applicable
custodian. Note: For all non-controlled
property, |SC/ NEMS control processes the
request .

For property requiring special excess
approval , seeks functional managenent
approval per MA 5100.1, “Procurenent
Initiator’s Guide,” Appendices C and D
Turn-in approval s are the same |evels as
required for the original procurenent.

Initiates a service work request to have
all IT data renoved and to have safe
conbi nati ons changed to generic.

Notify SRS/ Renedy to cl ose service work
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request after actions in 6.1.5.1 have

been conpl et ed.

6.1.5.3 Ensures that MSFC Label 55, “Data Renpva

Certification Tag,” is affixed to any IT

equi pnment .

6.1.5.4 For installation Governnent property,
processes appropriate transaction in NEMS
for controlled equipnent citing the
servi ce work order

in “Local

a. Forwards pick up docunent,

provi des pick up docunent to disposa

contractor.

b. Updates status in SRS/ Renedy when
NEMS updat es have been acconpli shed.

c. Provides updates to SRS/ Renedy for

non-control | ed property.

6.1.5.5 For contractor accountabl e,
Gover nnment property,

Cust odi ans wi ||
1149.

a. Obtains appropriate approvals per

5100. 1.

b. Updates status in SRS/ Renmedy when
paperwor k has been forwarded to disposal

contractor.

Di sposal 6.1.6 Upon recei pt of appropriate pickup

Contract or docunent s:

6.1.6.1 Picks up itens and updates SRS/ Renedy

when item has been picked up.

6.1.6.2 Verifies whether equi pnent has been
canni bal i zed, danmaged, drives cl eared,
fluids drained, and if the property neets
hazardous criteria or size and wei ght

limtation.

6.1.6.3 If itens are not acceptable for pickup,
di sposal contractor updates status in
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SRS/ Renedy 6. 1.

Custoner/ User 6. 1.
6.1
6.1

| SC/ ODI N/ 6.1.

Pr | S\MS

SRS/ Renedy 6. 1.
6.2

Initiator 6. 2.

10

1

SRS/ Renmedy and identifies the
ci rcunstances for non-pi ckup.

Leaves a witten receipt wth the
customer or initiator if they are present
or forwards to custoner or initiator
through the mail if they are not present.

Screens itens over 4,000 pounds for
possible in place sale. Notifies

PDQ custoner on itens exceeding size and
weight limts.

I f item cannot be | ocated, disposal
contractor will update SRS/ Renedy to
reflect that status.

WIIl notify the user and appropriate
contractors (ISC/ CDI N Prl SM5) when
property cannot be | ocated for further
i nvestigation.

Attenpts to | ocate mssing itens.

If theft is suspected, notifies security
i medi ately. Note: Even when theft is
not suspected, mssing itens val ued at
over $100,000 are to be reported to
security imediately.

If after 3 days missing itens are not

| ocated, user nust notify security, and
initiate a Report of Survey and Report of
I nci dent (RO).

Verifies that Report of Survey and Report
of Incident have been initiated by
custoner/user or contacts user/custoner
to initiate Report of Survey and Report
of Incident.

Cl oses service work order when property
has been | ocated or Report of Survey has
been initiated.

Reutilization Screening

WIIl forward all procurenent requests to
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| SC/ NENVB 6.2.2
Reutilization

6.2.2.1

6.2.2.2

6.2.2.3

6.2.2.4

6.2.2.5

Initiator 6.2.3

| SC/ NEMS Reutilization for screening

agai nst excess listings for possible
reutilization of property in lieu of new
procurenent. Pre-screens pending
procurenent agai nst FEDS, if avail abl e.

Screens all contractor and gover nment
procurenents for possible reutilization
prior to new procurenent

Inquires if initiator has pre-screened
t hrough FEDS.

a. |If initiator has not pre-screened,
will offer training to initiator on how
to access FEDS

b. If initiator has pre-screened, stanps
“itemis not avail able” and returns
docunent to initiator.

Recei ves contractor requests to purchase
Governnent property via a DD Form 1419 or
a “Want List” from MSFC users.

Screens Federal Government systens to see
if itens are available in lieu of new
procur enent.

a. If itemis not avail able, stanps “non
avai lability” and returns docunment to
initiator.

b. If itemis available, places a “hold”
on the itemand contacts the initiator.

If initiator refuses item lifts “hol d”
on equi pnent, stanps “non availability”
on docunent, and returns to initiator.

If initiator accepts item comunicates
required process to continue
reutilization.

Provi des shipping information to
reutilization coordinator.
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| SC/ 6.2.4 Processes shi pping request and forwards
Reutilization docunent to PDO for signature.
Coor di nat or

6.2.4.1 Initiates Standard Form (SF) 122,

Transfer Order Excess Personal Property
and routes through all approvals before
PDO revi ew.

PMG 6.2.5 PDO si gns shi ppi ng docunent, reviews and
approves SF 122, and returns to
reutilization coordinator.

| SC/ 6.2.6 Coordi nates efforts internally with | SC
Reutilization Transportation Departnent to arrange for
Coor di nat or shi prment s.
6.2.6.1 Monitors and tracks process throughout to
i ncl ude delivery of equipnent to
initiator.
| SC/ 6.2.7 Recei ves property and delivers to
Transportation initiator.
Depar t ment
7. NOTES

A listing of points of contact, (i.e., 1SC, PM5 etc.), can be
obt ai ned by dialing “544-HELP’ or accessing “One Stop Service” on
the MSFC Wb Site, Inside Marshall

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES

For reasons of both safety and user accountability, under no
circunst ances shoul d the customer/user place excess property in
t he halls/building corridors.

9. RECORDS

Al official disposal records are maintained within NPDVS. Al
data within NPDMS is backed up nightly and weekly. The data is
retained for the life of NPDVS.

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None

11. FLOW DI AGRAM
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None

12. CANCELLATI ON

MANI 4300.1 Baseline dated April 10, 2000

Oiginal signed by
Axel Roth for

A. G Stephenson
Di rector
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APPENDI X A
CONDI TI ON CODES
Di sposal
Condi ti on Code Brief Definition
1 Unused -- good
4 Used - - good
7 Usable - -repairs required
X Sal vage
S Scrap
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APPENDI X B

“WANT LI ST”
User nane:
Or g Code/ Narre:
Phone:
Bui | di ng:
Room

A brief justification for needing the items):

Fundi ng i nformati on:

Brand Nane:

Manuf act ur er:

Part Nunber:

Model Number :

Si ze:

Wei ght :

Load Capacity:

Quantity:

O her Info:

The nore information you furnish, the better chance we have of
finding a conpatible itemfor you.

If the itemis in the MSFC di sposal process but it hasn't been
sol d as excess property yet, provide the old equi pnment control
nunber (ECN).

| f you have any questions, call 544-9419. Upon conpletion of the
form click “submt” to automatically e-mail the formto the

| SC NEMS Reutilization Coordinator at

http://inside. nsfc. nasa. gov/ OSS/ descri ptions/ eproperty. htm .

CHECK THE MASTER LI ST at https://repository. nsfc.nasa.gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




